viii                                PRECIS-WRITING
Aay breach of order is always inexcusable and most of all in a
precis. One part of a passage, report or correspondence comes
inevitably before another. If you vary the order you produce-
confusion and the thought becomes difficult to follow. .So a
precis must be made out with careful attention to order, and in a
precis of a continuous passage such as is set in most examina-
tions the order will almost invariably be the order of the original.
It is only when handling a group of documents that the problem
of determining the order afresh is likely to arise. The precis-
writer must be perfectly certain that the thoughts follow in the
right succession.
4.    Conciseness.
Another quality which hardly needs emphasizing is thatr^
which gives the precis its name, namely, conciseness. A precis
should be as brief as is compatible with other general principles,
but consciseness does not mean omission of important ideas or
words. This faculty can be developed by constantly abridging in
words or phrases ideas which are contained in clauses and senten-
ces. In condensing aim at remodelling rather than at mere
omission. We may omit mere repetitions, illustrations and
examples; but we may change figures of speech into literal
expressions, compress wordy sentences, and alter phrases to words..
A few examples will make this point clear.
1.    ''His courage in battle  might without exaggeration be
culled lion-like.9'
2.    "The account the witness gave  of the incident moved
every one that heard it to laughter."
3.    " These came to his recollection.**
4.    " The clerk who Is now in his employ."
5.    " They acted in a manner that rendered them liable  to
prosecution/'
6.    ** He got up and made  a speech  on   the spur  of  the
moment."